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I ntroduction

WEDS (Washington Electronic Disclosure System) is a software program that allows you to enter all of your campaign
finance transactions into your computer and create all the necessary forms for electronic filing with the click of a mouse.

A Specia Word to Accountants

This program has been modeled to a great extent after some of the more popular accounting packages. 1t employstrue
double-entry accounting. Y ou may not make a one-sided entry, and the total of all debits equals the total of all credits.
The surplug/deficit formulais computed the same as you would compute equity for a corporation. It is assets minus
lighilities.

Credits and Debits

The accounts list presents all accounts as positive numbers. |f a credit account (such as aloan or a contribution account)
contains its normal credit balance (which it should), the account will be presented without the minus sign or parenthesis on
the accounts list of the Lists Menu.

Other Adjustments
Thisiswhere you can make adjusting journal entries. In Other Adjustments, Debits are positive and Credits are negative.

If, for example, you wanted to record a credit card payment, you would debit the credit card account and then credit the bank
account.

Balance Sheet
In the Balance Sheet report and Statement of Contributions and Expenditures reports, all accounts are shown with

positive balances. Inthe Trial Balance report, balance columns and debit balances are positive and credit balances are
negative so that if you add up all of the account balances, the result should be zero.



Helpful Hints

This section contains some helpful hints for beginners when using WEDS.
Navigation buttons

Many Activity and List screens contain the following navigational buttons:

- Button Function
| Hext I |ETEWDUSI | Done I | Cancel I | Browse I Next Displays the next item - could be aname (an
account, a contributor, etc.), or an activity (a
Shortcut Keys — CDC_’“fflibUti ?1”' ec)
evIous Isplays the previous item.
The Tab key on your keyboard can be used to move the cursor from OK Saves all changes and exits the screen.
one field to another field within ascreen. Pressing Shift + Tab Cancedl | Exitsthe screen without saving changes.
together moves the cursor in the opposite direction. Browse | Displaysthebrowse list (containsall previously
entered items). In abrowse list, you may navigate
. with the arrow keys, highlight an item, and press
The Esc key (Escape) allows you to cancel out of a screen without Enter to select it, or press the Esc key to close the
saving any changes you have entered. list without selecting.
_ 1 Offices ME B
Pop up LISS Dffice County District
|ATTORMEY GENERAL .
A A i COMM PUBLIC LANDS L
Many of the screensin WEDS feature pop-up liststo select items such as povenn
offices and accounts, etc. Y ou can make selectionsin pop-up lists by: LT SOVERIOR
Using the mouse. (Direct your mouse pointer to either of the directional FTATZ EETREENTATIVE DISTRICT 2
arrows <S§e example on right> and th_en hold QOw_n the Igft mouse STATE REPRESEVTATIVE DISTRICT 4
button, options from the pop-up list will scroll in either direction FTATE REPRESENTATIVE DISTRICT &
depending on which arrow you choose <up or down>). T R DIoReT
STATE REPRESENTATIVE DISTRICT 10
) ) STATE REPRESENTATIVE DISTRICT 11 |+
Scrolling up and down with the arrow keys. (The up and down arrows on =] =) fen

your keyboard will function in the same way your mouse would).

Entering thefirst letter(s) of an item, or, for an account, entering the account number. (The filter will automatically jump to
the closest match for your abbreviated entry. While it may not be an exact match, you should find that your intended
selection is close, and you may select it for use at this point).

Drop-down Lists
Drop-down lists are found in a majority of screens within the Weds program. To access the content

of adrop-down list, simply click on the “down arrow” located to the right. Y ou are then ableto
make your selection using either your mouse pointer or the directional arrows on your keyboard.

The Menu Bar

The Menu Bar isthe gray bar directly below the blue title bar at the top of your screen. Thisisthe default WEDS screen:

Washington Electronic Disclosure System: mj2001

File Edit Lists Ackivities Reports  Help

The Menu Bar consists of the following six menu items:
File, Edit, Lists, Activities, Reports, Help

Obtaining WEDS

WEDS can be obtained in two ways:
1. Downloaded from the Internet
2. On floppy disks (from the Public Disclosure Commission)



mailto:pdc@pdc.wa.gov?subject=WEDS software on Floppy Disk

Downloading WEDS from the | nter net

Go to www.pdc.wa.gov. If you do not have an Internet connection, you may obtain the WEDS software on floppy disk by
calling the Public Disclosure Commission at 360-753-1111 or 1-877-601-2828.

PDC’s hom e
e 'ﬂ For the latest WEDS training schedule, click on

Electronic Campaign Finance Disclosure Training
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Filer Assistance Screen
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Click Electronic Filing Information at the top.
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Electronic Filing Information Screen

e

Hardware Requirements
Minimum hardware requirements for WEDS are;
486-compatible PC
Windows 95 or later
8 MB RAM
10 MB free hard disk space
modem or internet connection

View/Print Instructions
Consists of a6 page document of sample letters and
contact information:

Page Contents
1-2 Getting started and contact information
3 Sample letter for candidates
4 Sample letter for political committees
5 Electronic filing passwords for candidates
6 Electronic filing passwords for PAC's

Click Download Software.

Washington Electronic Disclosure System Screen

N
it oo O
N | p————

Warslen 3,21

‘Wakhington F1

FLLLM HETT

=

‘Waskingbon Elecbhronlc Mecloture System (WEDS)

B e’ el B

[ERTRE e[

éﬁ>

Filer softeiare WA F1) &M 1909

Note: Although we do not recommend this, if
you would like to make WEDS setup disks you
may do so by clicking on Disk One (1.4MB) and
then on Disk Two (1.0MB), following the
directions after each.

(SR P ] S P TR I

Click Single Download File for Win95/98/NT/2000 (2.6MB).
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Registration Screen

Note: Thisregistration formisonly for the PDC's
records, o if thereisachange or an upgrade to the
WEDS software, we can contact you. You will still
need to fill out similar information once you are
within WEDS.

=
R T " |

Fill out the reguired information on the registration form and click Submit Request.

Thanks for Registering! Screen

= o s e o

Thuinks fior Regisier g

I O ibon — Commes

Bl bl .

e

T T =

Click Please Click Here To Continue. This brings up the File Download screen.




File Download Screen

x|
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Choose either Run this program from its current\ocation onSave this program to disk (default).

Security Warning Screen

Srourky 'Warming

D o vk B el s run “wed 0N s om
el i wvm g T

If you choose Run this program from its current
Thes pabbsher rannt bes dedmrranasd chis s prmbleres location, you will be asked if you want to install
i and run “weds321.exe from web.pdc.wa.gov”.
Ayibariicraa spnaue el fourd Click Yesto continue on to the WEDS setup.
v [ e | vemin |

Click Yesto install and continue to WEDS setup.

Save As Screen
E—— i
bwam [Hivmrn ] - e
5y oy i
My T
vl If you choose Save this program to disk (default),
i s you will be prompted for afile name and location.
7 g It is recommended that you stick with the default
file name of weds321.exe and save it to your
desktop. (By doing so, it will be much easier for
youto find.) Click Save.
i E =
L . B T - Carms
Click Save.

WEDS is now saved on your computer. Before you can use WEDS, however, you must install the software.



Installing WEDS

Even though you have successfully saved the WEDS program to your computer, you cannot accessit until it has been
installed on your computer. To do so, you must use the setup program. WEDS can be installed either from the Internet or
from floppy disks available from the PDC.

Installing WEDS from the Internet

Go to the location where the WEDS install ation executable (weds321.exe) was previously saved and double click onit. This
will take you to the WEDS setup.

Installing WEDS from Disk
To obtain WEDS on floppy disk, please contact the PDC.

Note: The fileson the program disks are compressed; you can't just copy them to your hard drive. You must use the Setup
program contained on Disk 1.

Windows 95/98/M E/2000 I nstallation

Step Process

1 Start Windows. Insert the diskette labeled Disk 1 in drive A or drive B.

2. Choose the Start button from the Windows taskbar. Now choose Run. In the Command Line Box, type aweds321* if you put Disk
lindrive A or b:weds321* if you put Disk 1 in drive B. Choose the OK button.

3. When Setup starts, follow the instructions on your Screen.

* Or the current version of WEDS (Ex. if version 3.26, type aweds326)
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WEDS Setup

The WEDS Setup program will install WEDS onto your computer, only after which will you be able to use the software.

Welcome Screen.
El
oo e WEDS w121 5 [0 ] el
Huhsp caninat updats ez het sen e Thaslas ko
Aagle esooreressdied it v il ol Windoes D
baltss prang b Sekp n!l:'u-l. Cick Carcul b pat
S ] thean b ey progiaed e huyes irweng
"WEFHIHE: The b s Ly
mianstoral bastaz Er—ludm
dhipiribiion ol IhEﬂlm Wi il i v ol and
amraslpmfe: ad ralba praecuisd b ha rese
et pucriadbby ianaled ke
Tk, Bl b piondirns el B Bt
I Pl I Caraed
Click Next >.
Installation Directory Screen.
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When choosing an installation location and a
program folder name, it is recommended that you
use the default directory location of C:\Weds and
default program folder of PDC Applications.
This makesit easier for you to locate and alot
easier for technical support to find if you call for
assistance.

Choose installation location and click Next >.
Select Shorteut Folder Screen
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Choose program folder name and click Next >.




eady to Install Screen

Click Finish.

Finished Screen

Click Finish.

WEDS is now installed on your computer, ready to be used.



Starting WEDS

To open WEDS, click Start > Programs> PDC Applications* > Wedsv 3.21

* |f you chose not to use the default program
folder name of PDC Applications, then you
must follow the path to the name of the
program folder that you did use and select
Wedsv 3.21.
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Select the name of the committee you would like to work with and click Open. If no committees currently exist, you will be
prompted with the Name of Data Set screen.

Evisr & E chatacisn Twpa af Commiliss
reara for yoor decy st l Cabariea -
[r gpakes or peniiako|

Enlir T mama of i cammiam

Erder e dermicaton Mumbet ol he commites. I

(=] [Eaed]

10



WEDS Quick Start Guide

STEP 1: Defining your Data Set

When you open WEDS the first time, the Name of Data Set screen appears. This aso occurs when you select New from the

File Menu.

Eniex & B characler

Typik: of Coiniritiaa

niaed Fof yoer data &3 [
(N SpEERE OF PUNEIUEEN,

Elwr the nane of thea commifes;

Rl Seledled bl

Erber the Ideniiieainn Hurmsar of e ofeniids I

(=] [cwmes]

Data Set Thisisjust the name given to the folder used to

Name store information for the committee. This name
cannot be a duplicate of a previous data set name.

Committee Use the popup screen to select thetype. You only

Type get one shot at this. It cannot be changed later and
sel ecting the committee type also sets up other
types of parameters such as contribution limits for
candidates, etc.

Name of Type the name of the committee as entered on your

Committee committee registration form (C1 or C1-PC).

Committee Thefiler ID isused only if you plan to

Info electronically file and is hot needed to use the
software. If you would like afiler ID, you must
follow the instructions on the PDC's website.

Choose a 6 character name for your data set. This name doesn’t go anywhere on your forms, it is only used to create a folder
on your computer to store your datafiles for this committee. We recommend using your first and last initials and the year.

For example, MJ2001.

Choose the type of committee from the pop-up list. Your choicesare: State Executive, State L egidative, L ocal
Candidate, Judicial Candidate, and Political Committee.

Enter the name of your committee as registered on your C-1 or C-1PC. Y ou may abbreviate as appropriate.

Leave the I dentification Number of the committee blank. Y ou do not need thisfilled in to use the software, only to
electronically file. This number will be given to you by the PDC but will not be issued to you until after you fill out and send
in your signature cards and passwords.

Note: Once you leave this screen, you may not accessit again. However, you may change the Committee Name and the
Filer 1D in the Committee Information screen. Please ensure that the Data Set name and Type of Committee are correct
before exiting. If you make a mistake, you must delete the data set and start over.

Click OK. This brings up the Committee Information screen.

STEP 2: Committee Information

Fill out the required fields (highlighted on the picture below) on the Committee | nformation screen.
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Everyone (regardless of committee type) must fill out
the following fields:

Election Period

Mailing Address (of the committee/candidate)
City

State

Zip

Area Code and Phone

E-mail

Treasurer’sFirst Name

Treasurer’sLast Name

Treasurer’sAddress

City

State

Zip

Daytime Telephone No.



http://web.pdc.wa.gov/whatsnew/Instructions.PDF

The Committee Name will be carried over from the Name of Data Set screen to the Committee Infor mation screen as will
the Committee ID, if entered previously. Both can be edited here if necessary.

Election Period: These dates are key. Only data entered between this range of dates will appear on any of the forms. The
From date is usualy the start up of the committee and the To date is usually the ending date of the final report. Continuing
PACs will usually use January 1 thru December 31. Candidates will usually use the date of the start of their “campaign” until
the end of the year of election, or later if they won't be able to finish their reports by that time.

If you are a candidate, you must also fill out the following fields: Office Sought, County/Jurisdiction, District (Legidative
candidates only), Primary and General Election check boxes, and Date of General Election.

If you are a political committee, you must ensure that the Office Sought, County/Jurisdiction, and District blocks contain
N/A. Select N/A from the scrollable drop-down lists. For a continuing PAC, leave date of election blank.

If you are a ballot issue committee (ex. Statewide initiatives & special elections), you must put in the date of the election.
STEP 3: Office Sought, County/Jurisdiction, and District (For Candidates only)

Select the appropriate office, county/jurisdiction, and district from the corresponding drop-down lists. If the office you are
seeking was not available on the drop-down list in the Committee Information screen, you will haveto add it to the list.

From the Lists Menu select Offices. The following screen will appear:

Office Courty Digtrict

ATTORNEY GENERAL -

COMM PUBLIC LANDS [

GOVERNOR

INSURANCE COMM

LT. GOVERNOR

3EC OF STATE

STATE AUDITOR

STATE REPRESENTATIVE 1

3TATE FEPRESENTATIVE DISTRICT 2

STATE FEPRESENTATIVE DISTRICT 3

STATE REPRESENTATIVE DISTRICT 4

STATE FEPRESENTATIVE DISTRICT 5

STATE FEPRESENTATIVE DISTRICT &

STATE REPRESENTATIVE DISTRICT 7

STATE FEPRESENTATIVE DISTRICT &

STATE FEPRESENTATIVE DISTRICT 9

STATE REPRESENTATIVE DISTRICT 10

STATE REPRESENTATIVE DISTRICT 11 |+
Add Edit: Exit

WEDS comes preset with L egislative and State Executive offices. If you are a candidate for alocal office, you will have to
add your office. You may also edit an existing office.

To add your office to the drop down list, click the Add button. The Add Office screen will appear:

Dffice Mame i

) T
Contribution Limits Office Code l_
Individuals §0

Murnber af

Union or Business §0 Registered Yoters
[u}

Political Action Committee §0

State Party Central

Committee §0.00

County Party Central

Committee §0.00

Leglsl‘?hve District 30.00
Committee . 0K I
tinor Party Committes $0.00

— I Cancel I
Legislative Caucus
Committee I $0.00

Fill out the Office Name, County, and District (for legidative candidates only) as appropriate.
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Click OK to save your data and exit this screen. Thiswill take you back to the Offices screen. The new office you have just
added should now appear in alphabetical order onthe list. Click Exit. Thiswill take you back to the default WEDS screen.

Y ou may also need to add or edit a county/jurisdiction. To do so, click Lists> Counties.

A30TIH
o3 BENTOM
4 TEELAH
i1 CLALLAH
e TLARE
Lo} [OLUHELL
o COMLITE
L] DOITGLAR
1 FERRY
i1 FRANEL IR
12 DARFTELD:
13 FEANT
L4 CEATE HAFBOR.
L3 IZLAND
i JEFFERGIN
17 FING
i FITIAF -
| ek I |Elﬁ I | E@t |

To add a county/jurisdiction, click Add. To edit an existing county/jurisdiction, select the appropriate one and click Edit.

[ Addceumty =
Courty Code Conarty M |

(Cax ] | come |

When you are done, click OK. Y ou may now select the appropriate county/jurisdiction from the drop-down list within the
Committee Information screen.

Click File> Committee I nfo and choose your Office, County/Jurisdiction, and District as appropriate.

When done, click OK. You may be prompted with the following question: Do you want to save your changes? If so, click
Yes. If not, click Cancel. Note: You will lose any changes made if you click Cancel.

At this point your committee is defined. Y ou should now be back to the default WEDS screen.

Washington Electronic Disclosure System: mj2001 _ =] =
File Edit Lists Ackivities Reparts Help

Do you remember that data set name you entered on the first screen? Y ou will notice that it is displayed at the top of the
screen. Thiswill help you know which committee you are working in if you have multiple committees. (The diagram above
shows that we are in Committee mj2001)

If you did not totally fill out the Committee Information screen, you may access this screen again at any time by selecting the
File Menu and clicking on Committee I nfo.

When you open WEDS &fter having defined a Committee to the system, you get alist of all committees that have been
entered into the system. Y ou may define as many committees as you need.
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STEP 4: Reporting Periods
Before you can view and/or print C-4 reports, you must establish your reporting periods.

Goto Lists> Reporting Periods

==
|r.u-.-|-1 1w o Plagos Pt [ Dam |

(At | [vm | [5m |
Click Add
[ Repurting Period 2 Fidd Explanation
Date of election | Thedate of the actual election. Thisisan
optional field.
Die of wiecien LA Typeof Report | Name of the report period (for your reference
only, doesn’t go on the forms). Thisfield
Type o Aspost | [ araced I cannot be edited.
Period start date | Start date of the reporting period. Thisisa
required field and can be edited |ater if needed.
. - Period end date | End date of the reporting period. Thisisa
Fedduwidme | < 7 required field and can be edited later if needed.
B mnd dsia rE Due Date Date that report isdue. Thisisan optional field.
[m.sm e s

Date of election isan optional field.

Enter aname for the Type of Report. Thisisjust aname for your reference (it doesn’t go anywhere on the forms).
Examples would be: January 2001, or January C-4, or Report Period One. It doesn’'t matter.

Enter the Period start and end dates. These are usually monthly until we get closer to an actual election and then reports
need to be filed on a21 and 7 day cycle. For more information concerning the 21 & 7 day reporting cycle, you may contact
an auditor at the PDC or click here for the most current information.

Note: In order for WEDS to function properly, reporting dates must be entered in chronological order and must not overlap
dates (ex. 01/01/2001-01/31/2001, 01/31/2001-02/28/2001)

14
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Duedateisaso an optiona field.
When done, click OK. Repeat this procedure for as many reporting periods as you will have.

Y ou are now ready to start entering names and transactions into WEDS.

STEP5: Carry Forward Balance
Do you have any money left over from the previous campaign? If so, it can be brought forward as an Other Receipt.

Go to Activities > Other Receipts

[ Sther e =
L. S e e ——
"'I IT' = iy e g sk (e

Change the Receipt Account from 4400 I nterest Incometo 4500 Other Income and Election from General to N/A. Enter
the Date that the transaction took place, the Amount, and the Description (ex. carry forward balance from year 2000
campaign). In Name, put the name of last year’s campaign. (Ex. Committee to elect Mark Johnson 2000). Y ou will be
prompted with the Select type to add screen. Choose the appropriate type, click OK, and then click Done. Y ou do not need
to fill out the information for this account.

STEP 6: Previous Contributor Names and Employers

Do you have names of contributors from previous WEDS committees that you would like to bring forward? If so, you must
exit out of WEDS to perform this step. WARNING: This stepisalittle difficult for the inexperienced Windows user and
will be performed AT YOUR OWN RISK! If you would like help with this, you may contact either Mark (360-586-4746) or
Bruce (360-664-2736) at the PDC (1-877-601-2828).

1. Gotothe C:\Weds\DATA\” name of your previous data set” .SDR folder.

2. Copy the...EM.CDX, ...EM.DBF, ...NA.CDX, ...NA.DBF, and ...NA.FPT filesfrom this|location and paste them
into your new data set folder, located at C:\Weds\DATA\" name of new data set” .SDR.

3. Then, rename each file to the new folder name making sure to leave any file extensionsintact. See example below.

4. Repeat for all fivefiles.

5. Open WEDS. Goto Lists> Names. Click Browse. Y our names should be there. It not, please contact the PDC for
assistance.

For example, if your data set for last year was titled M J2000 and the one for this year was MJ2001, you would need to go to
the C:\Weds\DATA\M J2000.SDR folder. From there, copy the M J2000EM .CDX, M J2000EM .DBF, M J2000NA.CDX,

M J2000NA.DBF, and M J2000NA.FPT files and paste them into the C:\Weds\DATA\M J2001.SDR folder. Then, rename
each file to the new folder name making sure to leave any file extensions intact.

Old File Name (in MJ2000.SDR folder) New File Name (in MJ2001.SDR folder)
MJ2000EM.CDX MJ2001EM.CDX
MJ2000EM .DBF MJ2001EM .DBF
MJ2000NA.CDX MJ2001NA.CDX
MJ2000NA.DBF MJ2001NA.DBF
MJ2000NA.FPT MJ2001NA.FPT
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File Menu Basics

The File Menu contains al the basic options in order to open, save, and create new files, and modify printer setup
information. It also contains the options for data backup and maintenance.

File Edit Lists Activities Reports Help New Creates anew daia set
Open Opens a specific data set.
New Close Closes the current data set.
(0] pen Committee Info Displays current committee information.
o Printer Setup Sets up a printer.
Close Backup Creates a backup of the currently opened committee.
Committee Info Ctrl+l Restore Restores data from backup.
Utilities Choose either Re-index or Compact.
Printer Setup Re-index Runs a “tune-up” of your WEDS data.
Compact Removes unnecessary records from your WEDS data
Ba [:kup files.
Restore Import Allows you to import contributor name and address
— information from other standard formats.
Lhiilities *  He-index Export Allows you to export contributor information into
Com pact another program format.
Import Exit Exits WEDS.
Export
Exit

Setting up a Committee

When you open WEDS the first time, the Name of Data Set screen appears. This aso occurs when you select New from the
File Menu.

. | Fidld Explanation
Erisi & f chasaiini Tups oo (rrmiraiiea Data Set Name Thisisjust the name given to the folder used to store
TENTTRS 2 yoo data sl [ | ==errE— = | information for the committee. This name cannot be
{r wpakes nr peniiakon] : aduplicate of a previous data set name.
e L Iy Committee Type Use the popup screen to select thetype. Y ou only

get one shot at this. It cannot be changed later and
sel ecting the committee type also sets up other types
of parameters such as contribution limits for

Erder e erivaion Mumbsiathe commites |

candidates, etc.
Name of Type the name of the committee as entered on your
E E Committee committee registration form (C1-PC).
Committee Info Thefiler ID isused only if you plan to electronically

file and is not needed to use the software. To obtain

. . . . . aFiler ID, you must follow the instructions posted
After filling out the required information, click OK and you on the PDC’s website.

will be presented with the Committee Information screen:

= " < - - - T |
| | | |
L L P Bl L g | oo
| Gty g el el
| Hwia j ar j
[TIEEEr e Ty P —
e e
[ i el B =
En B . B ||
[ | 1 oy ]
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e e | W [ Lew | Deewed | bl s el e d———
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The Committee Information screen is where you enter basic committee information, including the Candidate's Name, Office
Sought, etc. You are presented with this screen each time you create a new committee. Y ou may also re-visit this screen at
any time to make changes by selecting the Committee I nfo option found under the File menu.

When you open WEDS &fter having defined a Committee to the system, you get alist of all committees that have been
entered into the system. Y ou may define as many committees as you need.

Fieldsin the Committee I nformation Screen

Field Explanation

Committee ID Six characters you specify to name the committee to the program. WEDS cresates a folder with this name, and
that folder contains all the data for the committee.

Committee name The official name of the committee.

Starting date of election period The starting date of the election period.

Name, address, phone Candidate name, address, and phone information.

Office sought Select the appropriate office sought from this scrollable pop-up list. The offices come from the Lists menu
Offices option. You can add and edit offices from the Lists menu.

County Select the appropriate office sought from this scrollable pop-up list. The counties come from the Lists menu
Counties option. You can add and edit offices from the Lists menu.

District Select the appropriate office sought from this scrollable pop-up list. The districts come from the Lists menu
Offices option. You can add and edit offices from the Lists menu.

Treasurer information Treasurer name and phone number.

Election check boxes Check the appropriate boxes for primary or general election, won, lost, ran unopposed, or not on ballot.

Date of general election The date of the general election.

Once you have entered all of the appropriate committee information, click OK to save your data. Y our committee is now
defined and you are ready to enter activities.

Deleting a Committee

If you want to completely delete a committee, you must to do so from Windows. The committee data files are stored inside a
folder named Data, located within your WEDS folder. For example, if you selected the default directory location of
C:\Weds, and the committee you wanted to delete had a data set name of M J2001, you would need to navigate to
C:\WEDS\Data\M J2001.SDR and delete the M J2001 fol der.

Data Backup and Restore

In addition to creating a copy of your data for backup purposes, backup and restore are commands that are helpful in moving
data from one machine to another. If you have a committee defined on a computer and you wish to transfer that committee
data to another computer, the easiest way is to backup to afloppy disk and then restore from a floppy disk to the second
compulter.

Backup - Creates a backup of the currently opened committee. Uses PKZIP™ to create compressed files. Y ou may specify
any drive to backup.

Restor e - Restores data from backup. Y ou may restore from backup if you lose your data for some reason, such as a hard
disk failure.

Data Maintenance
The File menu Utilities option contains two data maintenance utilities: Re-Index and Compact.

Re-Index - is comparable to a“tune-up” for your data. If WEDS appears to be running slower than normal, or you have
other general problems, try running Re-Index. Sometimes your computer may shut down without warning due to a power
failure or other complication. This could be harmful to your dataif you were operating WEDS at the time your system shut
down. If this happens, running Re-Index is necessary.

Compact - Removes unnecessary records from your WEDS datafiles. (These are records that have been marked for

deletion.) This makes your WEDS data files smaller and frees up disk space. If you are running out of disk space, you might
run Compact to make sure your WEDS datafiles are at their minimum sizes.
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Data Import and Export

Weds also allows you to import and export contributor names and addresses.

Import - This allows you to import contributor name and address information from one of the standard formats, such astab
delimited, .dbf (FoxPro) or Excel. If you have alot of contributor data on another system, you do not have to re-enter that
datato WEDS.

Note: Please do not Import! If you do, you will most likely have problems that we will not be able to fix!

The data to be imported must be in a particular format. To see this format, export data from the program (see Export below),
and view the results. Animport file must have the exact same structure as an exported file.

Export - Exports name and address contributor information. 'Y ou may wish to export thisinformation to another program.
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Edit Menu Basics

The Edit Menu is a source for commands used to manipulate data and/or data fields throughout the WEDS program. Y ou can
also use the associated shortcut (denoted by Ctrl + Key) to perform the desired command. For example, the New command
can also be performed by pressing the Ctrl key and the N key.

Washington Electronic Disclosure System: mj2001

Undo Reverses the last action you took.
File | Edit Lisks Activities Reports  Help Revert Reverts back to the previous data.
Undo Ctrl+Z Cut Deletes selected characters, and places them into
memory.
Revert Ctrl+R Copy Copies selected characters into memory.
Paste Inserts characters previously Cut or Copied.
Cut Ctrl+x New Blanks out the data fields in an activity or list screen,
Copy Ctrl+C to enter anew Activity or List item. You may also
blank out data fields to add a new activity by clicking
Paste Ctrl+V the Next navigational button until the fields are blank.
Edit Edits existing records on List screens.
New Ctrl+N Delete Removes a List or Activity item.
Edit Ctrl+E Find Finds aparticular Activity item. Depending on the
activity, you can search by name, date, check no.,
Delete Ctrl+D amount, etc
Find Ctrl+F

Note: The commands within the Edit Menu are not always available. It depends on the action you have most recently
compl eted.
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Lists Menu Basics

The Lists Menu is where you keep track of all of your unique parameters (Accounts, Names, Fundraising Events, Offices,
Reporting Periods, and Counties).

eashinglon Flectronic Disclosure Systems miZ001
Fla Ecit | Ltz Ackrites Reporks  Help Accounts All accounts used by the committee - bank, credit card, etc.
Accounts Names Every name entered to the system - contributors, vendors, etc.
Fundraising Events Fundraising events allow you to classfy and group monetary

Mames expenditures.
Fundraising Evenis Offices Every possible office to run for and its contribution limits.
Offices Reporting Periods All of the candidate reporting periods determined by law.
Heparding Perinds Counties All the counties and their county numbers.
Counties

Accounts

Thelist of accountsisatemplate. Y ou may enter your own accounts into the system by highlighting an account, using the
Edit button, and then typing over the default names. Each type of account has a number associated with it to simplify data
entry and tracking.

Button

Use Accessesthe register - alist of all activities for the account. This option is only available for the 1000-3000 accounts.

Navigating in the Accounts Screen

Action

Add Add another account of thistype to the system. Thisisfor defining all of your accounts, as you may have multiple bank accounts,
credit card accounts, contribution accounts, etc.

To add an account, highlight the type of account you want to add, and then click the Add button.

Some account types cannot be added.

Edit Edit the type, account number, code, name, and description of the account.

Loan account edit screens include fields for the WEDS account number (2100 to 2599), the interest payment account number, the name
of theloan, the interest rate, the repayment schedule, the due date, and date forgiven.

A loan payment has a principal amount and an interest amount.

The interest amount is an Expenditure for the committee, so that the interest amount istied to an expenditure account (5000 to 5999
accounts). This expenditure account number iswhat you enter in the interest payment account number field.

Expenditure accounts have an expenditure code, and you may modify it in the edit screen.

Some account types cannot be edited.

Exit Exits the screen.

Account Types and Numbers

The following tables show all the available accounts. Each account islisted with its WEDS account number, the type of
account, and adescription. The accounts are grouped into the following categories. Assets, Liabilities, Surplus/Deficit,
Contribution and Revenue, Expenditure, and Fundraising Expenditure.

Accounts — Assets

Numbers Type Description

1000to 1599 | Bank Accounts Accounts used to record all bank activity.
Y ou may add as many bank accounts as you need. Y ou should set up a separate account for
each bank account of the campaign.

1600 Un-deposited Items These are receipts that have not yet been deposited.

1800 Petty Cash Used for petty cash.

1900t0 1999 | Other Assets Other assets, for example alegal loan.
Y ou may add as many Other Assets accounts as you need.
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Accounts—Liabilities

Numbers Type Description
2000 Unpaid Expenses Thisisthe account used for recording unpaid (accrued) expenses.
2100t0 2599 | Loans Used to record loan activity for a specific Loan.

Y ou may add as many loan accounts as you need. 'Y ou must set-up a separate loan account
for each loan of the campaign.

2600t02999 | Credit Cards If the campaign (not the candidate) has a credit card (or cards), use these types of accounts
to record all credit card activity.

Y ou may add as many credit card accounts as you need. Y ou should set-up a separate
account for each credit card of the campaign.

Accounts — Sur plus/Deficit

Numbers Description
3000 Surplug/Deficit Adjustments Used for recording adjustments to surplus/deficit.

Accounts— Contribution and Revenue

Numbers Type Description
4000 to 4097 | Monetary Contributions Used for classifying monetary contributions. Y ou must have at least one monetary
contribution account.

Y ou may add as many monetary contribution accounts as you need. As an example, you
could define a separate account for each location, to keep track of your contributions by

location.
4098 Un-itemized Fundraiser Amount Used for classifying Un-itemized Fundraisers.
4099 Anonymous Contribution Used for classifying anonymous contributions.
4100t04199 | In-Kind Contributions Used for classifying in-kind contributions.
Y ou must have at least one in-kind contribution account.
4200 Personal Funds Used for classifying personal funds of the candidate.
4300t0 4399 | Refund/Rebate Refund/Rebate income.
Y ou may add as many Refund/Rebate accounts as you need.
440004499 | Interest Income Thisisfor classifying Interest Income.
Y ou may add as many Interest Income accounts as you need.
4500 Other Income Thisisfor classifying other types of receipts. You may add as many Other Income
accounts as you need.
4900 Pledge Used for creating pledge accounts. You may add as many Pledge accounts as you need.

Accounts— Expenditure

Numbers Type Description
5000t0 5999 | Expenditures Used for classifying Expenditures. There are numerous expenditure accounts created by
default.

Y ou may add as many Expenditure accounts as you need.

Accounts— Fundraising Expenditure

Description
6000 t0 6999 | Fundraising Used for classifying fundraising expenditures. These are fixed by law and cannot be added
or edited.

Registers

A register isalist of al activities for an account. Y ou may access registers for the accounts whose account numbers arein
the 1000 to 3000 range, by double clicking on the account, or clicking the Use button with the account highlighted.
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Activity Details from the Account Register

From the register, you can bring up the Activity screen for the details on any particular activity. To do this, highlight the
activity, and press (Ctrl + Enter).

Names

The list of namesincludes every name entered in the system. If you enter a contribution, for example, the name of the
contributor is added to thislist. Namesinclude Contributors, Vendors, the Candidate and their family, Committee
Officersand Other Committees.

Adding Names to the System

Names can be added to the system from the Names screen, or from the Name field of any Activity screen. In the Names
screen, you may add details such as the status of a contributor, a minor contributor’ s parent, and related entities. When you
enter a name in the screen that has not been entered previously into the system, it will be automatically added into the
database.

Viewing All Activities for a Name
To see the activities for a name (contributions from, expenditures paid to, etc.) that has already been entered into the system:
1. Click the Browse button in the Names screen to display the list of all names entered into the system.

2. Highlight a name and press Enter to bring it into the Names screen.
3. Click onthe Show Detail button in the Names screen.

Fieldsin the Names Screen

Field Explanation
Type For each name, select the appropriate type (individual, financial institution, etc.), from this pop-up list.
Incorporated Business Check this box if the name refers to an incorporated business.
Related to Candidate Check thisbox if theindividua is, according to law, a member of the “candidate' s immediate family.”
Related Names: Click the Add button to display thelist of all names, and then add any related names. Related namesinclude:
Parents/Minor Children/Sole parents, minor children, and any sole proprietorship owned by the individual. When one nameis related to
Proprietors another, al names related to either would be related to the entire group.

To remove a Name from the related names list, highlight the Name and click Remove.

The contributions of all related names are aggregated, for the purpose of contribution limit checking.
Notes The Notes areain the Names screen isfor your online reference/personal use only. The notes you enter here do
not appear in any of the disclosure forms.

Navigating in the Names Screen

Show Detail Shows all activities for the name currently in the Names screen.

Next Displaysthe Next Namein thelist. Thisisused when you use the Browse button to display the names already entered into the
system, and then select one (by pressing Enter) to be viewed or edited.

Previous Displays the Previous Namein thelist. Thisis used when you use the Browse button to display the names already entered into
the system, and then select one (by pressing Enter) to be viewed or edited.

Done Saves all changes made and exits the screen.

Cancel Exits the screen without saving changes.

Browse Displaysthelist of all Names that have been entered into the system. From the browse list, you can select an item (using the
Enter key) to be viewed or edited. You can also use the Esc key to exit the list without selecting an item.
Columns in browse windows can be resized by clicking and dragging. Browse windows can be resized and repositioned.
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Fundraising Events

This enables you to allocate a group of expenses to a particular fundraising event. Fundraising events can be associated with
many activities, including contributions. 1n Washington, fundraising events include auctions, fundraisersand low cost
fundraisers.

Note: Before you can enter transactions for afundraiser in the Activities Menu, you must first create the fundraiser and
establish the parameters for that fundraiser by going to Lists > Fundraising Events and clicking Add. Y ou will need to add
any fundraising events yourself. If you need help with this step, you may contact the PDC for assistance.

Fim gl i
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The Event No. is automatically assigned, but can be edited, if desired, up to 99. Enter the Date and Name of the event. Use
the drop-down list for Type of Fund Raising Activity and enter the Address and Name of place wher e activity was held.
When done, click OK to go back to the Events screen. When you are done, click Exit to get back to the default WEDS
screen.

After you enter afundraising event, you will be able to select it from the fundraiser pop-up listsin several activity screens.

Offices

This screen lists all of the possible offices available by default plus any additional offices you may have added. It also
displays the county and district for each office.

Adding and Editing Offices

Y ou can add offices and edit their specifications using the Add and Edit buttons. When you choose to edit an office, the Edit
Office screen appears.

Fieldsin the Edit Office Screen

Office Name The name of the office. These come from the Offices option of the List menu, and you may Add and Edit offices
there.

County The county name. These come from the Counties option of the List menu, and you may Add and Edit counties
there.

District Thedistrict number. Thisis apop-up list.

Contribution Limits All of the contribution limits (individuals, unions, businesses, etc.) for the offices are listed here.

Office Code The office code is issued by the Washington Public Disclosure Commission.

Number of Registered Voters | The number of registered voters for this county and district.
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Contribution Limits by Office

When you highlight an office and click Edit, the Edit Office screen displays al of the contribution limits for the office.
For convenience purposes, the program allows you to update these values so that you do not have to order new software
should the limits change. Please be careful when doing so - make sure new values are accurate. Always check with the
Public Disclosure Commission for the current and correct values.

Reporting Periods
Thisdisplaysalist of currently established reporting periods. Key reporting periods can be accessed viathe PDC’ s website.

These reporting periods are available under a pop-up list in the Reports Menu. Each time you create a C-4 report, you must
specify a particular reporting period.

Y ou may add or edit reporting periods as needed.

Adding a Reporting Period
If there is a special election, you can add a reporting period for it by clicking Add on the Reporting Periods screen.

Date of election The date of the actual election. Thisis an optional field.

Type of Report Name of the report period (for your reference only, doesn’'t go on the forms). Thisisarequired field and cannot be edited.
Period start date Start date of the reporting period. Thisisarequired field and can be edited later if needed.

Period end date End date of the reporting period. Thisisarequired field and can be edited later if needed.

Due Date Date that report isdue. Thisisan optional field.

After you add the new period, it will appear in the scrollable pop-up list within the Reporting Periods screens, so that it can
be selected for creating reports.

Deleting a Reporting Period
Go to the Lists Menu and select Reporting Periods.

Highlight the reporting period that you want to delete. While highlighted, select the Edit Menu at the top of your screen and
choose the Delete option.

Counties

WEDS providesthislist of counties and county numbers. Thislist is available under a pop-up list in the Committee Info
option of the File Menu.

Adding and Editing Counties

Y ou can add counties, or edit county codes and names, using the Add and Edit buttons.
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Activities M enu Basics

The Activities Menu is where all the day-to-day campaign data (contributions and expenditures, etc.) is entered into WEDS.

W ashington Electronic Disclonsre Systes; i 2000 Activity Menu Option Function

Fis [dik Lisks | Sothalid  Peports  telp Monetary Contributions Entering monetary (cash, check, credit card) contributions.
Monetary Canfributions In-Kind Contributions Entering in-kind contributions.
In-Eind Contributions Other Receipts Entering other types of receipts, such as public funding, bank
Oiher Aeceipls interest, loans, etc.
Lumpsum Contributions Auctions Entering data on auctions.
Agctions Loan Endorsements Entering loans to the committee.

Lean Endorsemends

Loans Forgiven

Entering loans to the committee that were forgiven.

Pledges Entering pledges. Note: Thisfesatureis currently unavailable,
Leans Forghaca however pledges can ill be entered into WEDS.
Cledges Make a Deposit Depositing monetary contributions to bank accounts.
Make a Deposit M onetary Expenditures Recording the expenses.
Maonetary Expenditures Record Unpaid Expenditures | Recording all unpaid expenditures.
Record Unpald Expenditares Personal Funds Expenditures | Recording all p_ersonal funds expended. Note: Thisfeatureis
Persosial Funds: Exaendiin _ currentl_y_unavallable.

Reconcile Accounts Reconciling bank accounts. Note: Please do not use, unless
Heceneile Accounis instructed to do so by the PDC.
Comectons Corrections All corrections entered here will be listed as schedule C of your
Other Adjustments : C-4 report, :

Other Adjustments Adjusting account balances, to reflect opening balances etc.

Note: Please do not use, unless instructed to do so by the PDC.

Monetary Contributions
Enter information for each monetary contribution (cash, check, or credit card) into this screen.

Go to the Activities Menu, and select M onetary Contributions. Include the Date, Name of the contributor, and Amount of
the contribution. After entering a new name in the name field, you will be prompted as to the Type of name being added.
Select the appropriate type, click OK, fill out the information in the Names screen, and click Done. Y ou will then be
prompted once again by the Contribution screen to enter the rest of the contribution information.

Fieldsin the Monetary Contributions Screen

Fied Explanation
Contribution Account Select the appropriate contribution account from this pop-up list. Thisisthe account the contribution is credited to.
It is possible that you have more than one contribution account. If so, you can enter additional accounts using the
Lists: Accounts menu. Any new accounts you enter may be selected from this pop-up list. Asan example, you
might want to track contributions by location, and you would therefore define a contribution account for each

location.

Type Select the appropriate type from this pop-up list. The type can be check, cash, or credit card. Thisfield isoptiond.

Date Date the contribution was made.

Check No. Check number, if the contribution was a check. (Optional)

Name Name of the contributor.
There are year total limitations for a contributor, so you must not make duplicate records of the same contributor
name. Misspelling the contributor name may cause separate contributions to be reported for one contributor.
Therefore, before entering a contribution, it is best to seeif the contributor name has already been entered into the
system.
Y ou may also enter the first few letters of anamein the Name field, and press Tab or Enter for alist of names
matching those letters. Highlight a name from the list and press Enter to select it. If no match isfound, you get the
screen to enter a New name.

Amount Enter the amount of the contribution here.

Memo Enter a description of the contribution here. Thisfield is optional.

Recpt. No The receipt number of the contribution. Thisisadisplay only field.

Itemize Always Checkbox | Check this box to always itemize the monetary contribution. If you do not check this box, monetary contributions
under $25 will not be itemized in the schedules.

Select the appropriate type of election from this pop-up list.

This allows you to associate a contribution with a particular fundraising event.

There are not any fundraising events in the pop-up list until you enter them into the system. Fundraising events are
defined with the Lists Menu: Fundraising Events option.

Election
Fundraiser
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Navigating in the Monetary Contributions Screen

Button Action

Contributor Displaysthelist of names to be selected from the Show pop-up choices. Highlight a name and press Enter to select it. You can
also use the Esc key to exit the list without selecting an item.

Show The Show pop-up list determines what is displayed when you click the Contributor button. Y ou may choose to show All names
entered into the system, Contributor names, Lender names, or Vendor hames.

Next Displays the Next monetary contribution in the list. Thisis used when you use the Browse button to display the monetary
contributions already entered into the system, and then select one (by pressing Enter) to be viewed or edited.

Previous Displays the Previous monetary contribution in thelist. Thisis used when you use the Browse button to display the monetary
contributions already entered into the system, and then select one (by pressing Enter) to be viewed or edited.

OK Saves all changes made and exits the screen.

Cancel Exits the screen without saving changes.

Browse Displaysthelist of all Monetary Contributions that have been entered into the system. From the browse list, you can select an item
(highlight it and press Enter) to be viewed or edited. Y ou can also use the Esc key to exit the list without selecting an item.
Columns in browse windows can be resized by clicking and dragging.

Personal Funds Contributions

From the Activities Menu, choose Other Receipts. Select the 4200 Per sonal Funds account from the Receipt Account
drop-down list. After entering the requested information, click OK.

To view your personal funds entry, go to Reports > Form C-3's, highlight the appropriate item(s) for “Check to print”,
choose Form C-3, then select Preview. You will see that your Person Funds entry islocated in section 1, lineb

In-Kind Contributions

In-kind contributions are contributions other than cash, such as computer or office supplies, etc.

Enter the information on each In-kind contribution into this screen, including the Date, Name of the contributor, and Fair
Market Value of the contribution.

Fieldsin theIn-Kind Contributions Screen

Field Explanation

In-Kind Contribution Account Select the appropriate In-kind contribution account from this pop-up list. Thisis the account the In-Kind
contribution is credited to.
It is possible that you have more than one In-kind contribution account. If so, you can enter additional
accounts using the Lists: Accounts menu. Any new accounts you enter you can select from this pop-up list.

Expenditure account Select the expenditure account to be credited from this pop-up list.

Election Select the appropriate type of election from this pop-up list.

Date Date of the contribution.

Name Name of the contributor.
There are year total limitations for a contributor, so you must not make duplicate records of the same
contributor name. Misspelling the contributor name may cause separate contributions to be reported for one
contributor.
Therefore, before entering a contribution, it is best to seeif the contributor name has already been entered into
the system.
Y ou may also enter the first few letters of anamein the Name field, and press Tab or Enter for alist of names
matching those letters. Highlight a name from the list and press Enter to select it. If no match isfound, you get
the screen to enter a New name.

Fair Market Vaue The fair market value of the In-kind contribution.

Description A description of the In-kind contribution.

Fundraiser This allows you to associate an In-kind contribution with a particular fundraising event.
There are not any fundraising eventsin the pop-up list until you enter them into the system. Fundraising events
are defined with the Lists Menu: Fundraising Events option.

Itemize Always Checkbox Check thisbox to always itemize the In kind contribution. If you do not check this box, In kind contributions
under fifty dollars will not be itemized in the schedules.
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Navigating in the In-Kind Contributions Screen

Button Action

Contributor Displaysthelist of names to be selected from the Show pop-up choices. Highlight a name and press Enter to select it. You can
also use the Esc key to exit the list without selecting an item.

Show The Show pop-up list determines what is displayed when you click the Contributor button. Y ou may choose to show All names
entered into the system, Contributor names, Lender names, or Vendor hames.

Next Displays the Next In-kind contribution in the list. Thisisused when you use the Browse button to display the In-kind
contributions already entered into the system, and then select one (by pressing Enter) to be viewed or edited.

Previous Displays the Previous In-kind contribution in the list. Thisisused when you use the Browse button to display the In-kind
contributions already entered into the system, and then select one (by pressing Enter) to be viewed or edited.

OK Saves all changes made and exits the screen.

Cancel Exits the screen without saving changes.

Browse Displaysthelist of all In-kind contributions that have been entered into the system. From the browse list, you can select an item
(highlight it and press Enter) to be viewed or edited. Y ou can also use the Esc key to exit the list without selecting an item.
Columns in browse windows can be resized by clicking and dragging.

Other Receipts

Use this screen to enter loans received and miscellaneous receipts such asinterest income, refunds and rebates, etc. Enter
the Date, Name, and Amount of the Other Receipt income.

Fieldsin the Other Receipts Screen

Receipt Account Each Other Receipt income item must be credited to the appropriate account. Select the appropriate recel pt
account from this pop-up list. Some possible accounts are 2100 Loans, 4300 Refund/Rebate, 4400 Interest
Income, and 4500 Other Income.

Election Select the appropriate type of election from this pop-up list.
Date Date of the Other Receipt.
Name Name of the payer of the Other Receipt item.

Y ou may enter thefirst few letters of aname in the Name field, and press Tab or Enter for alist of hames
matching those letters. Highlight a name from thelist and press Enter to select it. If no match isfound, you get
the screen to enter a New name.

Amount Amount of the other receipt.
Description of Other Receipt Y ou must enter a description of the Other Receipt. This description appearsin the disclosure reports.
Fundraiser This allows you to associate other receipt income with a particular fundraising event.

There are no fundraising eventsin the pop-up list until you enter them into the system. Fundraising events are
entered into the system with the Lists Menu: Fundraising Events option.

Navigating in the Other Receipts Screen

Button Action
Get Name ... Displays the list of names to be selected from the Show Names Of pop-up choices. Highlight a name and press Enter to
select it. You can also use the Esc key to exit the list without selecting an item.
Show Names Of The Show Names Of pop-up list determines what is displayed when you click the Get Name button. Y ou may choose to
show All names entered into the system, Contributor names, Lender names, or Vendor names.

Next Displays the Next other receipt item in thelist. Thisisused when you use the Browse button to display the other receipt
items already entered into the system, and then select one (by pressing Enter) to be viewed or edited.

Previous Displays the Previous other receipt item in thelist. Thisis used when you use the Browse button to display the other receipt
items already entered into the system, and then select one (by pressing Enter) to be viewed or edited.

OK Saves all changes made and exits the screen.

Cancel Exits the screen without saving changes.

Browse Displaysthelist of al Other Receipt items that have been entered into the system.

From the browse list, you can select an item (highlight it and press Enter) to be viewed or edited. Y ou can also use the Esc
key to exit the list without selecting an item.

Columns in browse windows can be resized by clicking and dragging.

Lumpsum Contributions

Enter contribution information from low cost fundraisersin this screen.
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Note: Before you can enter Lumpsum Contribution information, you must first create the low cost fundraiser. Go to
Lists> Fundraising Eventsand click Add. See Fundraising Events for help.

Fieldsin the Lumpsum Contributions Screen

Fied Explanation
Contribution Account Sel ect the appropriate contribution account to be credited from this pop-up list.
Election Select the election for which the information applies toward.
Date Enter the date on which the funds were collected.
Number of Contributors | Enter the number of contributors for this lump sum total.
Amount Enter the total amount of the lump sum contribution.
Recel pt Number Automatically generated.
Memo Enter any relevant description or memo in regards to the fund raiser.
Fund Raiser Select the fund raiser for the drop down list.
Auctions

This screen is where you enter the information on each auction.

Note: Just like Lumpsum Contributions, before you can enter auction information, you must first create the auction. To do
S0, go to Lists> Fundraising Events and click Add. See Fundraising Events for help.

Y ou may now access that particular auction by going to Activities > Auctions and choosing the appropriate auction from the
Auction drop-down menu.

Fieldsin the Auctions Screen

Field Explanation
Contribution Account Select the appropriate contribution account to be credited from this pop-up list.
Contributor Name of the contributor. Y ou may enter the first few letters of a namein the Contributor Name field, and press Tab

or Enter for alist of names matching those letters. Highlight a name from the list and press Enter to select it. If no
match is found, you get the screen to enter a New name.

Election Select the appropriate type of election from this pop-up list.
Fair Market Value The fair market value of the item.
Buyer Name of the buyer. You may enter the first few letters of anamein the Buyer field, and press Tab or Enter for alist

of names matching those letters. Highlight a name from the list and press Enter to select it. If no match isfound,
you get the screen to enter a New name.

Election Select the appropriate type of election from this pop-up list.

Sales price The price the item was sold for.

Item No. and Description Theitem number, and a description of the auctioned item.

Auction Select the appropriate auction from the drop-down list. When you enter a fundraising event into the system, you can
specify that the event is an auction. All auctions you enter are then available in this drop-down list.

Date Date the auction was held.

Navigating in the Auctions Screen

Button Action

Contributor... Displaysthelist of names to be selected from the Show pop-up choices. Highlight a name and press Enter to select it. You can
also use the Esc key to exit the list without selecting an item.

Buyer... Displays the list of names to be selected from the Show pop-up choices. Highlight aname and press Enter to select it. You can
also use the Esc key to exit the list without selecting an item.

Show The Show pop-up list determines what is displayed when you click the Contributor and Buyer buttons. Y ou may choose to
show All names entered into the system, Contributor names, Lender names, or Vendor names.

Next Displays the Next auction itemin thelist. Thisisused when you use the Browse button to display the auction items already
entered into the system, and then select one (by pressing Enter) to be viewed or edited.

Previous Displays the Previous auction item in the list. Thisisused when you use the Browse button to display the auction items already
entered into the system, and then select one (by pressing Enter) to be viewed or edited.

OK Saves all changes made and exits the screen.

Cancel Exits the screen without saving changes.

Browse Displaysthelist of all Auction items that have been entered into the system.
From the browse list, you can select an item (highlight it and press Enter) to be viewed or edited. You can also use the Esc key
to exit the list without selecting an item.
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Loan Endorsements
Thisiswhere you enter the information on each loan endor sement (Note: A loan endorser is the co-signer of aloan),

including the Date and Amount of the loan.

Fieldsin the L oan Endor sements Screen

Fied Explanation

Loan Account Select the appropriate |oan account to be credited, from this pop-up list.

Election Select the appropriate type of election from this pop-up list.
Date Date of the loan.
Name Name of the lender.

Y ou may enter the first few letters of a namein the Namefield, and press Tab or Enter for alist of nhames matching those letters.
Highlight aname from the list and press Enter to select it. If no match isfound, you get the screen to enter a New name.
Amount Amount of the loan.

Navigating in the L oan Endor sements Screen

Button Action
Get Name... Displays the list of names to be selected from the Show Names Of pop-up choices. Highlight a name and press Enter to select
it. You can also use the Esc key to exit the list without selecting an item.
Show Names Of The Show Names Of pop-up list determines what is displayed when you click the Get Name button. Y ou may choose to
show All names entered into the system, Contributor names, Lender names, or Vendor names.

Next Displaysthe Next loan in thelist. Thisisused when you use the Browse button to display the loans already entered into the
system, and then select one (by pressing Enter) to be viewed or edited.

Previous Displays the Previous loan in thelist. Thisisused when you use the Browse button to display the loans already entered into
the system, and then select one (by pressing Enter) to be viewed or edited.

OK Saves all changes made and exits the screen.

Cancel Exits the screen without saving changes.

Browse Displaysthelist of all Loans that have been entered into the system.

From the browse list, you can select an item (highlight it and press Enter) to be viewed or edited. You can also use the Esc
key to exit the list without selecting an item.

If you want to enter aloan, you must:

1. Create the loan account first. Goto Lists> Accounts, highlight the 2100 Name of L oan account and click Add.
Account No. isautomatically entered. Interest Payment Account No. isonly if lender is charging interest. If so, you will
need to create a 5001 Expenditure Account for that. In Name, enter the name of the person lending the money. This only
creates aloan “account”, it does not associate this loan with that particular person. Annual Interest Rate - enter only if
charging interest. Repayment Schedule - enter "Asfunds available', "monthly", or whatever. Date Due and Date
Forgiven are optional at thispoint. Click OK. Click Exit.

2. Goto Activities> Other Receipts and reference the correct Receipt Account (in this case, 2101 loan). Enter the correct
Election. Enter the Name of the lender. If thisisanew name, you will be prompted with the Select type to add screen. Fill
it out and click OK. Enter the Amount of theloan. Description isoptional. Leave Fund Raiser at none. Click OK.

3. Deposit the money. Go to Activities> Make a Deposit.

When you make payments on that loan, go to Activities > Monetary Expenditures. Enter the Date and Check No.
(optional). Enter the Name of the |loan account and the Amount paid. Select the correct Election period. The Expenditure
No. isautomatically entered. On lower half of screen, reference the correct loan account (2101 loan), enter the Amount and
Memo (optional). If part of this payment isinterest, you need to also reference the appropriate expenditure account (5001
loan interest) and Amount and Memo. Click OK.

Loans Forgiven

Thisiswhere you enter the information on each for given loan, including the name of the lender, and the date and amount
forgiven.
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If aloanisforgiven at any time, you must do so by going to Activities > L oans Forgiven. Select the appropriate L oan
Account, enter the Name of L ender, the Date For given and Amount Forgiven and click OK. Memois optional.

Fieldsin the L oans For given Screen

Field Explanation
Loan Account Select the appropriate |oan account to be credited, from this pop-up list.
Date Forgiven Date that the loan was forgiven.

Name of Lender

Name of the lender.

You may enter thefirst few |etters of aname in the Name field, and press Tab or Enter for alist of names matching those
letters. Highlight aname from the list and press Enter to select it. If no match isfound, you get the screen to enter a New
name.

Amount Forgiven

The amount that was forgiven.

Memo

This memo is for personal online reference only; it does not appear in any disclosure report.

Navigating in the L oans For given Screen

Button Action

Get Name... Displaysthelist of names to be selected from the Show Names of pop-up choices. Highlight a name and press Enter to select
it. You can also use the Esc key to exit the list without selecting an item.

Show Names Of The Show Names Of pop-up list determines what is displayed when you click the Get Name button. 'Y ou may choose to show
All names entered into the system, Contributor names, Lender hames, or Vendor names.

Next Displays the Next forgiven loan in thelist. Thisis used when you use the Browse button to display the forgiven loans already
entered into the system, and then select one (by pressing Enter) to be viewed or edited.

Previous Displays the Previous forgiven loan in the list. Thisis used when you use the Browse button to display the forgiven loans
already entered into the system, and then select one (by pressing Enter) to be viewed or edited.

OK Saves all changes made and exits the screen.

Cancel Exits the screen without saving changes.

Browse Displaysthelist of all Forgiven Loans that have been entered into the system.
From the browse list, you can select an item (highlight it and press Enter) to be viewed or edited. Y ou can also use the Esc key
to exit the list without selecting an item.

Pledges

Even though the pledge option is currently unavailable in WEDS, you may till enter pledges:

1. You must first create the pledge account by going to Lists > Accounts, highlighting the 4900 Pledge Account and
clicking the Add button. The Account Number is automatically entered. Leave Code blank. Enter the Name of the person
giving the pledge and the Description (optional) and click OK. This brings you back to the Accountslist. Click Exit.

2. Next, goto Activities> Other Receipts. This brings up the Other Receipt screen where you need to reference the pledge
account just created in the Receipt Account field. Assign the correct Election period, enter the Name (WEDS account
name) of the person giving the pledge, the Date the pledge was given, and the Amount of the pledge. The Description is
optional. Click OK.

Once the pledge has been redeemed, go to Activities> M onetary Contributions. Within the Monetary Contributions
screen be sure to reference the correct Contribution Account (4901+). Thiswill automatically popul ate the Name field.
Enter the Date that the pledge was redeemed, the Amount given, and select the appropriate Election. Type, Check No., and
Memo are all optional and Recpt. No. is automatically entered. Leave Fund Raiser field at none, and click OK. Deposit
the money by going to Activities> M ake a Deposit.

If a pledge needs to be forgiven at any point, go to Lists > Accounts. Find the pledge account to be forgiven, highlight it,

and click Edit. Enter the date the pledge was forgiven and click OK. The balance of that pledge account should now be
zer oed out on the Accounts screen.

Making a Deposit

This screen lists all un-deposited items - contributions and other receipts that have been entered to the system, but have not
yet been deposited to an account. Using this screen, you deposit each item to its appropriate account.
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Making A Deposit

Step Process

1 Select the account where the deposit will go from the Deposit to pop-up list at the top of the screen.

2 Select the item or items to be deposited to that account.
When you click on an item, a check mark appearsin the Include box next to the item, indicating to include it in the deposit. Also, when an
item is highlighted, the space bar toggles between selecting and de-sdlecting that item.
Y ou can sdlect All items by pressing F9, and de-select All items by pressing F10.

3 The running total of the items you have checked to include in the deposit is displayed in the Deposit Total field (bottom right of the screen).
Check thistotal, and the Date (upper right of the screen), before you record the deposit.

4 Click Next or OK to record the deposit.

Navigating in the Make a Deposit Screen

Next Displays the Next deposit in the list, and completes and records the current deposit.

Previous | Displaysthe Previous deposit in the list.

OK Saves all changes made (completes and records the deposit) and exits the screen.

Cancel Exits the screen without saving changes.

Browse Displaysthelist of all Deposits that have been entered into the system.
From the browse list, you can select an item (highlight it and press Enter) to be viewed or edited. You can also use the Esc key to exit
the list without selecting an item.

Monetary Expenditures

Enter the information for each monetary expenditure in this screen.

Entering an Expenditure

Step Process

1 Enter the date, check number, and amount of the expenditure, in the top half of the screen.

The expenditure amount you enter automatically appears in the first line of the detail section (bottom half of the screen).

2 Select an account to be credited for the expenditure, typically an expenditure account, numbered 5000 or greater. If the expenditureisto be
credited to more than one expenditure account, enter the values in the amount fields in the details section (bottom half) of the screen. For
each portion of the expenditure, select the appropriate account. The unused portion of the expenditure will automatically appear on the
next detail line, until it is used up.

3 Y ou must itemize in the detail section the entire expenditure amount (shown in the top half of the screen), before you can save your work
and exit the screen.

Fieldsin the Monetary Expenditures Screen

Bank Account Select the appropriate bank account for the expenditure from this pop-up list.

Balance Displays the current balance of the selected bank account.

Date Date of the expenditure.

Check No. The check number, if the expenditure was a check.

Name Name associated with the expenditure.
Y ou may enter thefirst few letters of a name in the Namefield, and press Tab or Enter for alist of names matching
those letters. Highlight a name from the list and press Enter to select it. If no match isfound, you get the screen to
enter a New name.

Amount Amount of the expenditure.

Itemize Always Checkbox | Check thisbox to always itemize the expenditure. If you do not check this box, expenditures under fifty dollars will

not be itemized in the schedules.

Expenditure Number Thisisautomatically entered by the system.

Expenditure Accounts Detail Section (bottom half of screen)

Account The expenditure account - select the appropriate account from this pop-up list.

Amount Portion of the expenditure credited allocated to this account.

Memo A description of the expenditure.

Event code If the expenditure is related to an event, select the event code from this pop-up list. Events can be added and edited

with the Fundraising Events option of the Lists menu.
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[ 1f you require more than five lines of detail in the expenditure accounts section, the scroll bars at the bottom right of the screen become active.

Navigating in the Expenditure I nformation Screen

Button Action

Get Name... Displays the list of names to be selected from the Show Names Of pop-up choices. Highlight aname and press Enter to
select it. You can also usethe Esc key to exit the list without selecting an item.

Show Names Of The Show Names Of pop-up list determines what is displayed when you click the Get Name button. 'Y ou may choose to
show All names entered into the system, Contributor names, Lender names, or Vendor names.

Next Displays the Next expenditure itemin thelist. Thisisused when you use the Browse button to display the expenditure items
already entered into the system, and then select one (by pressing Enter) to be viewed or edited.

Previous Displays the Previous expenditure itemin thelist. Thisisused when you use the Browse button to display the expenditure
items already entered into the system, and then select one (by pressing Enter) to be viewed or edited.

OK Saves all changes made and exits the screen.

Cancel Exits the screen without saving changes.

Browse Displaysthelist of all Expenditure items that have been entered into the system.
From the browse list, you can select an item (highlight it and press Enter) to be viewed or edited. Y ou can also use the Esc
key to exit the list without selecting an item

Record Unpaid Expenditures

Thisisfor an expenditure that has occurred but has not been paid.

Fieldsin the Record Unpaid Expenditures Screen

Field Explanation
Account Select the appropriate account to be credited with the unpaid expenditure from this pop-up list.
Balance Displays the current balance of the selected bank account.
Election Select the appropriate type of election from this pop-up list.
Date Date of the unpaid expenditure.
Name Name associated with the unpaid expenditure.
Y ou may enter thefirst few |etters of a name in the Namefield, and press Tab or Enter for alist of names matching those
letters. Highlight a name from the list and press Enter to select it. If no match isfound, you get the screen to enter a New
name.
Amount Amount of the unpaid expenditure.
Expenditure Account | The expenditure account to be Debited.
Memo Enter a description of the unpaid expenditure here. (This appearsin B3 of form C-4, as “Description of Obligation.”)
Event If the expenditure is related to an event, select the appropriate event from this pop-up list.
Navigating in the Record Unpaid Expenditures Screen
Button Action
Get Name... Displays the list of names to be selected from the Show Names Of pop-up choices. Highlight aname and press Enter to
select it. You can also usethe Esc key to exit the list without selecting an item.
Show Names Of The Show Names Of pop-up list determines what is displayed when you click the Get Name button. Y ou may choose to
show All names entered into the system, Contributor names, Lender names, or Vendor names.
Next Displays the Next unpaid expenditure item in thelist. Thisis used when you use the Browse button to display the
expenditure items already entered into the system, and then select one (by pressing Enter) to be viewed or edited.
Previous Displays the Previous unpaid expenditure item in thelist. Thisisused when you use the Browse button to display the
expenditure items already entered into the system, and then select one (by pressing Enter) to be viewed or edited.
OK Saves all changes made and exits the screen.
Cancel Exits the screen without saving changes.
Browse Displaysthelist of al Unpaid Expenditure items that have been entered into the system.
From the browse list, you can select an item (highlight it and press Enter) to be viewed or edited. Y ou can also use the Esc
key to exit the list without selecting an item.

Personal Funds Expenditures

Note: Thisfunction is currently unavailable. For help with personal funds, please contact the PDC. ((360) 753-1111 or 1-

877-601-2828).
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Reconcile Accounts

Y ou use this screen to reconcile your accounts.

Reconcile to Your Bank Statement

Specify the bank account you are reconciling in the Account to Reconcile pop-up list at the top of the screen.
Enter the ending balance from the bank statement in the Balance as shown on the bank statement field (upper right of the
screen).

For each item in the bank statement (deposits, withdrawals, fees) there should be a corresponding entry herein the
Reconciliation screen. Clear each item on the screen that has “cleared” your bank account by clicking in the Clear column,
or highlighting the item and pressing the Spacebar .

At the bottom right of the Reconciliation screen, the Bank Balance, Cleared Balance, and Difference are listed. After you
clear al items, the Differ ence should be zero.

If it is not zer o, the difference could be interest, abank fee, or some other item. 1t may be necessary to research what the
discrepancy is and enter that transaction into WEDS.

Reconcile to “ Today”

If you want to use the program to immediately reconcile your bank accounts, for instance, as of “Today,” then:

Enter all of your uncleared checks (and deposits) as monetary expenditures. These should be credited to surplus/equity
adjustments (account #3000).

Then add a single transaction (clear ed) which equals the total of the uncleared checks which you entered as monetary

expenditures. You enter thistransaction in the Other Adjustments option of the Activities Menu. Thisentry reversesthe
numerical effect of these check recordings on equity/surplus adjustment accounts and bank accounts.

Removing Cleared Status

The Reconciliation screen shows unclear ed items. When you select an item to be cleared, and then click Done to save your
changes and exit the Reconciliation screen, the item has been cleared, and will no longer be listed in the screen.

In case any error is made, you can remove the cleared status of anitem. To do this, go to the Accountslist (List Menu), and
double click on the Reconciliation account (listed as Account to Reconcile at the top of the Reconciliation screen).

From that account detail window, the spacebar toggles between clearing and removing clear ed status of a selected item.

Corrections
Any corrections that you enter into the Corrections screen are simply listed together as a schedule C on your C-4 report.

The corrections you enter in this screen comprise that schedule, but otherwise, they are isolated. They do not interact with
the rest of the system - they do not affect any balances.

Other corrections, that interact with the accounting of the system, are entered in their appropriate activity menu option. (As
an example, to fix an incorrectly entered monetary contribution, you go to the Monetary Contribution screen, select the
contribution, and then correct and saveit.) To adjust an account balance, you use the Other Adjustments option of the
Activities Menu.
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Fieldsin the Corrections Screen

Field Explanation
Check One: Check the appropriate button as to whether the correction refers to a contribution/receipt, or expenditure.
Date of Report Date of the report.
Date of Correction | Date of the correction.

Name

Name associated with the correction.

You may enter thefirst few |etters of aname in the Name field, and press Tab or Enter for alist of names matching those
letters. Highlight aname from the list and press Enter to select it. If no match isfound, you get the screen to enter a New
name.

Amount Reported

The amount originally reported for the contribution/receipt, or expenditure.

Correct Amount The correct amount for the contribution/receipt, or expenditure.

Description of A description of this correction.

Correction

Navigating in the Corrections Screen
Button Action

Get Name... Displays the list of names to be selected from the Show Names Of pop-up chaices. Highlight a name and press Enter to
select it. You can also usethe Esc key to exit the list without selecting an item.

Show Names Of The Show Names Of pop-up list determines what is displayed when you click the Get Name button. Y ou may choose
to show All names entered into the system, Contributor names, Lender names, or VVendor names.

Next Displays the Next correction item in thelist. Thisisused when you use the Browse button to display the correction
items already entered into the system, and then select one (by pressing Enter) to be viewed or edited.

Previous Displays the Previous correction item in the list. Thisis used when you use the Browse button to display the correction
items already entered into the system, and then select one (by pressing Enter) to be viewed or edited.

OK Saves all changes made and exits the screen.

Cancel Exits the screen without saving changes.

Browse Displaysthelist of al Corrections that have been entered into the system. From the browse list, you can select an item
(highlight it and press Enter) to be viewed or edited. Y ou can also use the Esc key to exit the list without selecting an
item.

Other Adjustments

The Other Adjustments screen is for miscellaneous accounting adjustments, such as entering previously reported
expendituresasalump sum, bank transfers, or for petty cash.

To enter petty cash, go to Activities > Other Adjustments. This brings up the Other Adjustments screen. Memois

optional. Reference No. isoptional. Select the appropriate Election period. Under Account select your bank account (1000
Bank Account by default) and under Amount enter the amount put into petty cash. (ex. if $100, then enter -100). Y ou will
notice that $100 has been entered in the Amount field on the next line. On the next line, select the 1800 Petty Cash account

and click OK.

When making expenditures out of your petty cash, you need to reference the petty cash account. Go to Activities>

Monetary Expenditures. Change the Bank Account field to 1800 Petty Cash and fill out the form as you would any other

Monetary Expenditure.
Entering an Adjustment
Step Process
1 Post the adjustments in the bottom half of the screen.

For each adjustment, specify the account, a memo if necessary, and the event code and public funding choices, if applicable. The
Reference Number is for internal use only, so you may ignoreit.

2 Each time you post an adjustment, the difference automatically posts to the next detail account line. The total of all debits must equal the
total of all credits, so the sum of all the amounts you enter here must be zero.

Continue to post the adjustments until the sum is zero.

If you reguire more than five adjustments, the scroll bars at the bottom right of the screen become active.




Navigating in the Other Adjustments Screen

Button Action
Next Displays the Next adjustment itemin thelist. Thisisused when you use the Browse button to display the adjustment items already
entered into the system, and then select one (by pressing Enter) to be viewed or edited.
Previous Displays the Previous adjustment item in thelist. Thisisused when you use the Browse button to display the adjustment items
already entered into the system, and then select one (by pressing Enter) to be viewed or edited.
OK Saves all changes made and exits the screen.
Cancel Exits the screen without saving changes.
Browse Displaysthelist of al Adjustmentsthat have been entered into the system. >From the browse list, you can select an item (highlight it
and press Enter) to be viewed or edited. Y ou can also use the Esc key to exit the list without selecting an item.

ActivitiesMenu Tips & Tricks

Editing an Existing Contribution
Click Browsefor alist of the contributions already entered into the system. Y ou may highlight a contribution from the list
and press Enter to retrieve the information on the contribution.

Y ou can then view the contribution information or edit (change) it. If you make any changes to the contribution that had
been previously entered (such as a change the contribution amount), you have changed that contribution amount. Y ou have
NOT created a new contribution.

To clear datafields for the current item and enter a new item, press Ctrl + N (or New, from the Edit Menu).

Entering New Activities
To enter anew activity (amonetary contribution, an expenditure, etc.):

Enter activity datainto a blank Activity screen and saveit. In order to clear all fields within an activity screen, press Ctrl +
N, or select New from the Edit Menu.

Entering New Activities Using Existing Names

Many separate activity transactions may be associated with the same names. As an example, you might purchase office
supplies many times from a particular vendor, or have multiple contributions coming from a particular individual .

When you enter an activity, you will want to know if the name involved has aready been entered into the system. In order to
avoid complications and/or errant reports, it isimportant to avoid making a duplicate name entry (by misspelling, for
example). Thisisespecially important because there are contribution limits that must be checked, so there can only be one
name entry for each individual contributor.

To avoid name-entry duplication, it isagood ideato bring up a nameslist by:
Clicking on the Contributor or Get Name button in the Activity screen, or

Entering some characters in the Name field of an Activity screen, and pressing Enter or Tab (matches are performed against
last or business names in the system, not first names).

Y ou may then highlight a name and press the Enter key to bring it into the activity screen, or ‘Esc’ out of the name list if the
name you need isn't there.

Editing Existing Activities

If you use the Browse button to bring an activity into an activity screen, it is a complete activity record. To edit an existing
activity, bring up the appropriate activity screen, use the Browse button to locate and bring in the activity you need. Make
any changes necessary at thistime.
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Deleting Names or Activities

Deleting a name or activity item is possible only by using the Delete option (Ctrl + D isavalid function shortcut) from the
Edit menu. You bring in the activity with the Browse button, and then delete that activity. You may also delete certain
names from the Lists screens using the same process.

Viewing All Activities for an Account (The Account Register)

In the Accounts list (Lists Menu option), accounts numbered in the 1000 to 3000 range have accessible registers. A register
isalist of all activities for an account. To see the register for an account in the Accounts screen (Found under the Lists
Menu), double click on the account name.

Viewing the Activity Screen from the Register List

The register shows one summary line for each activity. To see the details on an activity in aregister list, highlight the
activity and press Ctrl + Enter.

The Activity screen for that particular activity will appear.

Viewing All Activities for a Name

To see the activities for a name already entered into the system:

Bring up the Names screen, found under the Lists Menu.

Click the Browse button to display the list of all names entered into the system.

Highlight a name and press Enter (you can also use the Esc key to exit the list without selecting an item).

Click on the Show Detail button in the Names screen.
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Reports M enu Basics

The Reports Menu displays all of the reports you can create, preview, and edit from within WEDS. These reports can be
viewed on the screen, printed to hard copy, or submitted electronically to the Public Disclosure Commission.

Fis Ecit Lists Activities | Reports FHelp Diagnostic Alerts you to missing information, and many
Diagnostic potential reporting violations that could
mistakenly occur during the campaign.
Trial Balance Trial Balance Includes both Summary and Detailed Trial
Balance Sheet Balance Reports.
Contribidions & Expenditures Balance Sheet Summarizes the campaigns Assets and
Contributions and Creates breakdown of Contribution and
Frorm C-1 Expenditures Expenditure accounts (account numbers 4000
Form C-1PC through 6000).
Form C-4's Names Report of al names entered to the system.
Form C-3's Forms: Cr%&l all campaign disclosure forms and
C-1,C-1PC, C-4, schedules.
Faem C-A5HH C-3and C-4 ABB
Linctronic Filing Electronic Filing Creates the Electronic Files to submit to the
Washington Public Disclosure Commission.

Diagnostic

The Diagnostic report lists any problems you may have with your filing, such as exceeding contribution limits, and missing
contributor infor mation.

To run the diagnostic report, choose Diagnostic under the Reports Menu and click Run Diagnostic. You may also print
your results.

Trial Balance
Y ou may select Show to display the report on the screen, or Print to print it out.

The Summary report lists all account balances. The Show Detail reportslists all debits and credits for each account. You
can also limit the range of accounts shown by specifying an account number range.

Balance Sheet

The Balance Sheet report lists Assets and Liabilities & Surplus/Deficits. These are the accounts in the 1000 to 3000 range.
Use this screen to print or preview abalance sheet.

Contributions and Expenditures
The Contributions and Expenditur es reports show the accounts in the number range of 4000 and above.

Y ou may choose to limit the accounts shown by specifying a range of dates and clicking the Show button. Y ou can also
print this data.

Names

The Names report lists names and their total contributions per primary or general election. You may list all the names that
have been entered into the system, or select only Contributors, Vendors, Financial I nstitutions, Other Entities, or
Officers. You can also order the data by Number, First Name, Last or Business Name, City, Zip Code, Total
Contribution, or XRef ID.

Use this screen to verify the total contribution amount of each contributor.
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Form C-1

Candidates who run for state or |

ocal officein jurisdictions that had 5,000 or more registered voters as of the last general

election or in jurisdictions covering an entire county must register their campaigns with PDC on Form C-1.

Field
Office/Position -- Do you now hold
this office?

Fieldsin the Registration Information Screen

Explanation
Show the office being sought, the position number, and indicate whether the candidate currently holds the
office being sought.

Political Party/County
Date of Election

If you're seeking a partisan office, specify the political party. Indicate the county wherein the committeeis
located, and give the date of the relevant general or special election.

Reporting Requirements

Choose a reporting option.

Campaign Bank or Depository

Name the financial ingtitution where your campaign account is kept, along with the branch office location
and city.

Related/Affiliated Political

If the candidate is affiliated with any joint fund raising committee or a committee organized to support a

Committees dlate of candidates, give the name and address of the committeg(s) and explain the relationship.
Address/Hours During the eight days before any election in which your committee is spending money, the committee
records must be open for public inspection for two consecutive hours, between 8 am and 8 pm, Monday
through Friday. Identify the location and give the hours the records will be available.
Form C-1 PC

Political committees must register with PDC if they support or oppose ballot measuresin jurisdictions that had 1,000 or more

registered voters as of the last general election. Thisis done by using the Form C-1 PC.

Fieldsin the Registration Information Screen

Field Explanation

Committee Acronym/County Include any acronym for this political committee in the space provided.

Enter the county wherein this political committeeis located.
New/Update Prior Indicate whether thisis anew or amended registration and whether your group is a continuing committee or
Registration organized for a specific election only.

Purpose/Description

Specify the committee' s purpose and any relevant description in the fields provided.

Related/Affiliated Committees

Give the name, address and relationship to any other committee — including a candidate’' s — with whom your
committee is affiliated either structurally, philosophically or for joint fund raising purposes.

Abbreviated/Full Reporting

Specify which reporting requirements the committee is subject to.

Contact Name and Address

Identify the campaign manager’s or media contact’s name, address and daytime telephone number.

Campaign Bank or Depository Name the financial ingtitution where your campaign account is kept, along with the branch office location (if
applicable) and city.
Address/Hours During the eight days before any election in which your committee is spending money, the committee records
must be open for public inspection for two consecutive hours, between 8 am and 8 p.m., Monday through
Friday. Identify the location and give the hours the records will be available.
FormC-4's

Specify the C-4 forms/schedul es you want to create in this screen.

Field
Report/Period/Date of Election

Fieldsin the WA PDC Form C-4's Screen

Explanation
Select the appropriate reporting period for your reports from this pop-up list.

Check-boxes for each form and schedule | Use the check-boxes to specify which schedules and forms you want to create. Schedule C hasits own

dedicated Date checkbox.
Total cash: Thisisanumber from your previous report. If you have a previous report, enter the appropriate value
Line8 here. Thisisthe Total cash and in kind contributions from line 8 of last C-4 report filed.
Total cash: Thisisanumber from your previous report. If you have a previous report, enter the appropriate value
Line17 here. Thisisthe Total cash and in kind contributions from line 17 of last C-4 report filed.

Final C-4 Report

When you check thisbox, the linein your C-4 report that says, "Is thisyour final report?*, will have
the Y es box checked.

Summary Page Override.

If you check thisbox, you are presented with alist of all the summary pages when you create the
reports. Each line and amount isin the list, and you may enter override values if necessary.

Previous Total Cash and In Kind
Contributions:
Lines 1 and 10

Totals from the last C-4 are auto-calculated on the Disclosure Reports Screen. However, it is
important that the user check them for accuracy to avoid errant reporting.
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Form C-3's

Specify the C-3 forms and schedules you want to create in this screen. 'Y ou must also select the deposits you want to be
included in those reports.

If you check the Summary Page Override checkbox, you are presented with alist of all the summary pages when you create
thereports. Each line and amount isin the list, and you may specify override values if necessary.

Fieldsin the PDC Form C3's Screen

Field Explanation
Select one or more depositsto report | Choose the reports you would like to see by clicking in the check to print box.
Check toinclude Put checksin the boxes for the forms you would like to see.
Summary Page Override If you check this box, you are presented with alist of all the summary pages when you cresate the reports.
Each line and amount isin the list, and you may specify override values if necessary.

Form C-4 ABB

The ABB C-4 isthereport filed by single election political committees using abbreviated reporting to show total
contributions received and expenditures made during the course of the campaign. All funds received and spent since the
beginning of the campaign must be accounted for in the respective totals shown on the report.

The ABB C-4 isalso the report filed by continuing political committees using abbreviated reporting to show total
contributions received and expenditures made since January 1 of the current calendar year. All funds received and spent
since the beginning of the year must be accounted for in the respective totals shown on the report.

Fieldsin the WA PDC Form C-4 ABB Screen

Field Explanation
Period Covered By Report Show the time frame covered by the report. (For local and judicial candidates, that’s the start-up date of
the campaign through the end of the month in which the election occurred. For legislative and state
executive candidates losing in the primary, it's the start up date of the campaign through the date of the
primary election. For legislative and state executive candidates appearing on the general election ballot,
it'sthe start-up date of the campaign through November 30 of the election year.)
Also indicate whether the campaign is closed and thisisthefinal report.

Receipts Enter receipts as they apply and according to the specifications listed within the reporting form
instructions.

Expenses Enter expenditures as they apply and according to the specifications listed within the reporting form
ingructions.

Surplug/Deficit Enter surplug/deficit information as it applies and according the specifications listed within the reporting
form instructions.

Candidates Check all that apply
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Electronic Filing

Go to Reports > Electronic Filing. The Electronic Filing of Disclosure Reports screen is where you create your files for
electronic filing:

P T Using the drop-down menus, select the particular C-4
= - T report or C-3 report you would like to submit and
| ) click on the corresponding Cr eate Report button (C-

T el et o o 4 or C-3). Thistakes you to the Select drive screen.
B e e e e e T P e

| i o F o T e UL Vi L D P ol Blsiialid 6 R

f s e sk i el | Note: The Check if Final C-4 Report checkbox is

gt pic AL i Coves Foge farriie only to be checked if thisis your final C-4 report for

| T aminsan 7] ™ b it that particular campaign. By clicking this box, you

i 0 aretelling the PDC to close your account.

| e G purm el el PP Niba e e b B8 PR T L]

| 1 ki _owm s R DRI | WS LA PO Bty 1, gl .
I Rl P T GERNED PR T W TR e paa Also, al C-3 and C-4 reports must be filed separatel y!
[~ WE) ROPT.FON T WRT FLEN PSRN T W CDITR

| I whid eliCT. PR il DOHT PE | E I

Fieldsin the Electronic Filing Screen

Form C-4 section of the screen (top half)
Report/ Thisisfor theform C-4 reports. Select the appropriate reporting period for your reports from this pop-up list.
Period/
Date of Election Y ou can access the reporting periods list from the Lists menu. There you can edit or add a new reporting
period if necessary.
Total cash: Thisisanumber from your previous report. If you have a previous report, enter the appropriate value here.
Line8 Thisisthe Total cash and in kind contributions from line 8 of last C-4 report filed.
Total cash: Thisisanumber from your previous report. If you have a previous report, enter the appropriate value here.
Line17 Thisisthe Total cash and in kind contributions from line 17 of last C-4 report filed.
Final C-4 Report When you check this box, the linein your C-4 report that says, "Is this your final report?' will have the Yes
box checked.

Form C-3 section of the screen (bottom half)

Deposit/Account/Date/ Amount Y ou must select the deposits you want to be included in the C-3 reports from this pop-up list.

Cover Page Override. If you check this box, then, you are presented with alist of amounts, showing the lines and columnsthey are
for. You may then enter override values if necessary.

External PDX File Check-boxes | A PDSEREF file, which isthe electronic file created by this process, is comprised of several PDX tables.

It is possible that your Committee dataisin a system other than WEDS. Y ou can specify external PDX filesto
be part of the PDSERF electronic file that is created here. Any external file you specify hereis substituted for
the file that WEDS would normally generate.

Use Encryption If you check this box, the electronic files are created using encryption security.

Click on Dial Up (WEDS default to A:) and click OK.

= If you happen to get the
Seinct drive: “Validation failed. Errors R ]
K. found in .PDSfile.?” error then 7 I e
o either you have most likely 5.
. ;_m" forgotten to enter your Filer ID in (o] cwa |
the Committee Information screen.
Lol [comea]

Y ou should see the following message windows open up in the upper right hand corner:

Creating E lectsone: Aepa . I:> Calculsting fiummary Pagos. . I:> Creating FOS fle I::>|‘flldm?ﬁ$ﬂt..

Note: This may happen too fast for you to see.
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Y ou are then brought to the Filing Method screen. If you are going to be filing over the Internet, select TCP/IP. If using just
your modem, select Dialup. If you have not previously configured your communication settings, click Configure.
Otherwise, click OK to go to the Dcload Password/Filer 1D screen.

I K1

Thisiswhat the default Communications Settings
look like for both TCP/IP and Dialup. Under
Filing Infor mation, you need to enter

Frlrpy bl wamad yam Dhaghpy T Pt Soitimgs

s T ik olyl.pdc.wa.gov inthe Tcp/lp Host box. The
' e et N Dialup Prefix should stay asATDT. If using
N L I e (= your modem, enter 1-360-586-2845 in the Dialup
e & B Pasiy Mok s No box. Under Filer Information, enter the e-
— 7 e r i" mail address of the person you would like to
——————— & i T receive an e-mail confirmation of the reportsin
; e —_— the Email box. If you do not have an e-mail

address, or would like afax instead, you may
enter afax number in the Fax box instead. Enter
y i [ WA inthe Agency ID box. Click OK. This
information is now saved within WEDS. You
will not need to enter it again.

L] —

[ 1 | Lol |
D¢load Password/Filer ID Screen A/

x| Enter your first password in the first password box

Passwand - :l and your second password in the second password
box. Remember that passwords are case and space
sensitive. You will notice that the first 5 characters of

Pazzword: |:| your Committee | D have been entered for you. If
Resquired anly for C4 foim thisis blank, then you haven't entered it into your
Committee Information screen and will need to do so.
Committes Id: [Jl.l HHM | Y ou must enter the last half of your committee ID in
the Committee | d box. Make sure that the number of
Il the cuairent Idng amends the previous hhing. spaces in the Committee Id is the same. The last box

sator the I of Wee previous fling below isonly used if this report is an amendment to a

|:| previous report. If so, you must enter the validation

number of the previous report (the one you are
[ o ] Cancel | Help |

amending) in the box.

Note: All validation numbers start with WA.....

Fill out the appropriate fields and click OK. Y ou should receive the following reply:
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Accepted Screen

Hsofom _________________ HEIE6
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Connecied 1o Hosl oly].pdcwa. g
Walidating Header

Walidnting Frligy

Bedrigving Public Eoy

Ieserting Key

Encryqling ...

Updanding duta o host aly],pdewsm, g

The host msponse iz ACCEPTED Wl 180657

IFIEE E|

For Harlg Prais Fl L

If you receive the following message: “The host
responseisACCEPTED WA...... ", then this
means that your report has been successfully
received. Write down the validation number
(WA-...... ) and put it with the hard copy of your
report. You will need this number in case you
ever need to amend that report.

Close this screen by clicking on the X in the upper right-hand corner. Thiswill bring you back to the Electronic Filing of
Disclosure Reports screen. |f you are done filing, click Done, and exit out of WEDS.

If something goes wrong, however, you may receive one of the following error messages:

Error Connecting to Host Screen

= oLl
Fla Wema Seltings Help

] o o] %]

Uplaading dala bom file CUSEDSWLEND PDE

=10] =]

Cannecting 1o Ha@l aly jilé e gin

Efenr in Conmecing to Hoat sk, pdwa.goy
For Help Prass F1 [fE]

Incorrect Filer ID Screen

Fe vitw  Seleg belp

BEC

Uglissiliing ditm dewen il CYWEDEREIDNL . POE

Gosnpiiag W Hesi iy poowa, giy

Crnnpried is Heel oyl grcoem. o

Valldating Header

Validating Ciniimy

Hainmang Fahlic Foy

lmnciting Koy

EnCrypiing ...

Upinnd e duks 80 biesnl mby ] prc o, gy

The bl reapense s BADFONMAT Fleill J0HKEM 512 aul fousd 130
[=ONE

ForHep Fresn 1 IR
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If you receive the following message: “Error
in ConnectingtoHost ....... ", then either the
host is down or you have entered the wrong
information for TCP/IP host. It should be
olyl.pdc.wa.gov. Inthiscaseit wasincorrectly
entered as oly.pdc.wa.gov. Correct the faulty
information in the Configuration Settings screen
and try it again.

If you receive the following message: “The
7host responseisBADFORMAT FilerlD
......... not found 100", then your Filer ID is
incorrect. Inthiscase, JOHNM 512 doesn’t
exist. Enter your correct Filer 1D into the
Committee Information screen and try it again.




Incorrect Password Screen

(F RS

Fie Vew e Help

2 I

Upleasding dats fram e CIWEISRUZDE, FOS
Csanrechesy in Hoel aly] pic s gme
mmnecied in Hant shyl g ws g
‘Walidating Hesder
‘Walidating Emtity
Aebirdny Public Koy
Inarsiing Koy
£ rcryptng
Uplusding dalm i bl by pdcwn go

The Bl icigonie lx BADFORMAT nmides FileiPasisaid
[ilal3

“ForHep Preax Fi "]

If you receive the following message: “The host
response isBADFORMAT Incorrect

Filer Password” then you have either entered the
wrong passwords or entered them in the wrong
order. Also, remember that passwords are case
and space sensitive. Double-check your
passwords and try it again.

If you receive any other error messages and can't file your reports, please contact either Bruce (664-2736) or Mark (586-

4746) at the PDC for additional help.
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Help M enu Basics

The Help Menu provides access to the electronic help file, as well as general information about the program.

W ashington Electronic Disclosure Systen: mjZz001

File Edit Lists Ackivities Reports | Help

ow To Use Washington Electronic Disclosure System
About Washington Electronic Disclosure System

a1 Fhm

i

Py

FomwngFrom
o

o Prw s
-

Siate of Washington Eleciunis Disclonme Systam

‘Wersion 321
T

Comprpiligghet (o S0R Tachislogiss, Inc, 1993049
Westlakn Willage, California B0 367 5150

Pantian Copyright ic) Campasgn MicraSysinms, 1995 59
Seatile, Washingion  ([F06) 2603670

Pty Conjrytight Micrg Foces |ud., 1985 94
Pusertiserri. Conpryerisghl Microseht Cong,, 1993

[l

Thisisthe built-in help system that comes
with the WEDS software.

Thiswill tell you the version number of
WEDS that you are using and other
information.




Frequently Asked Questions

Q: When | goto Reports>Form C-4's, no reporting periods are showing up. Why isthis?
A: Goto Lists> Reporting Periods and check your reporting period dates. It is possible that you forgot to create reporting
periods.

Q: When | goto Reports>Form C-3's, theamounts all show up aszero’s. Why isthis?
A: Goto File> Committee info and check your election period dates. Most likely you forgot to enter dates here or your
data doesn't fall between these two dates.

Q: | tried to submit my reportselectronically and got one of the following errors:

“The host responseisBADFORMAT Incorrect Filer Password”

A: You have either entered the wrong passwords or entered them in the wrong order. Also, remember that passwords are
case and space sensitive. Double-check your passwords and try it again.

“Thehost responseisBADFORMAT FilerID ......... not found 100"
A: Your Filer ID isincorrect either in the Committee Information screen or you entered something incorrectly on the Dcload
Password/Filer ID screen. Go to File > Committee Info. Enter the correct Filer 1D and try it again.

“Error in Connectingto Hogt .......
A: Either you did not open your internet connection prior to attempting to electronicaly file, you have entered the wrong
information for TCP/IP host, or the host is down. Make sure to open your Internet connection first, correct faulty
information in the Configuration Settings screen, if needed, and try it again. If you are still getting this error it could be that
the host is temporarily down.

“Entity Id Not valid.”
A: Check your configuration settings. Go to Start > Programs > PDC Applications> SDRLOAD. Thenclick File >
Configure and make sure Agency ID is“WA”.

“Validation failed. Errorsfound in .PDSfile.?”
A: Goto File> Committee Info and check to make sure you have entered your Committee ID.

Q: How do | back up my data on a disk?
A: Goto File> Backup. Click OK. Specify the destination location and click Save.

Q: How do| restorefrom a previousversion?
A: Goto File> Restore. Locate the file you would like to restore and click Open. If thisfileislocated on adisk, insert the
disk, change the directory, and restore from thisfile.

Q: How do | undeposit an item?
A: To undeposit an item, you must first locate the item in the Make a Deposit screen. Once located, use the mouse to
deselect the item (removing the “X” from it), and then select OK.

Q: How do| delete an entry?
A: First you must make sure that the item, if a contribution, is undeposited. After thisisdone all you need to do islocate
that item in the proper selection window (the screen from which it was created), and then select Delete from the Edit Menu.

Q: Doesit matter if | enter itemsout of order?
A: No. Thesystemis set up so that regardless of when you input the information, it will look at the date you have listed for
the transaction and make certain that the correct options and names are selected.

Q: What is my Committee I dentification Number ?
A: Thisisaunique identifier given out by the Public Disclosure Commission for electronic filing. Y ou will be issued this
number once we receive your signature and password documents.

Q: How comewhen | send my C-4'sand C-3'selectronically only one of thereportswas submitted?

A: C-3'sand C-4'smust be sent separately! Also, make sure that when you electronically file you select the correct report
so you don't submit the same report over and over again.
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Q: Nothing showsup when | try to print a Schedule C. Isthere a special place to enter these values?
A: Inorder to get a Schedule C to print, you must enter your corrections on the Corrections screen, making sure that the
correct options and names are selected. Also, Schedule C's are only for correcting mathematical errors.

: How do | add areporting period?
: GotoLists> Reporting Periods and click the Add button.

Q

A

Q: How do|l add an Office?

A: Goto Lists> Offices and click the Add button.
Q

: When | look at my C-4, my totalsare doubled.
A: Most likely some of your reporting periods are duplicating dates, or the periods are out of chronological order. Go to
L

ists > Reporting Periods and check your reporting periods. Make any necessary changes and try it again.
Q: Canl get alist of contributors?

A: Yes, athough WEDS was not designed to do such. Go to File > Export. Choose the appropriate format and location and
click Export.
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